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23 November 1955

Baxrrison and Ahrmitz
630 ¥Lfth Avenue
Yew York City, New York
Gentlemon; |

Attached ave two copies of Security Procedures for Architocte
Englnser.

Will you please acknowledge receipt of the attached br sign-
ing one copy and returning 1% through the desiruatad chammels,

Tours very truly,

s T

Distribution:
Original & 1 - Addressee
= HPS chrono
= BPS project
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 MEMORANDUM FOR: Members, Building Planning Staff
SUBJECT ¢ Security Procedures - Architect-Engineer

1. Attached is a copy of Security Procedures for Architect-
Engineer, dated 23 November 1955.

25X1A6a
3. The Executive Officer of BPS will maintain a receipt and
record system of such material sent to, and received from, the
A-E and will reconcile the monthly A-E inventory to insure that
all documents are accounted for.
25X1A9%9a

Chief, Bullding Planning Staff

Distribution:
1l - Each BPS member
1l - BPS chrono
1l - BPS project .
1l - KAL .

25x1A9a  OL/BPS: N nec/3741 (23 November 1955)
Attachment
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Securlty Procedures for Archltect-Enginesr

- The following procedures spply to clasaiﬂed information and
material received by the Architect-Tngineors, and thely representa~
tives, (referred to below as the A-E).

18 General

8. Accoss to classified material will de limtted to those
persons designated &3 having been appropriately cleared and baving
& need of such material in the performance of thedir duties. -

b, The A-E will hold to the lowest precticsl minimam the
amount of classified materisl held oubside of the offices of the
Building Planning Staff (BP3), returning that not immediately
needed to the KPS through the channels prescribed kelow. o

) : _ , N
2, Storage | N

a. Classiflied matarisl in the New York Offlice of the A-B will
Te: : .

1. Attended at 2ll times by cleared personnel; or

. 2+ Llocked in a three-wny canbination eafe provided for
that purpose and to vhlch only cleaved personnel
have the combination.

b. Classified material received by the A-E in Weshingtonm,
D. €. will, vwhen not in use, be delivered to a member of EP3 fox
secure storege. ; .
3. Classified Vaste "
. . I! S

&, Clasasified waste in the New York Office of the A-E will g
- be stored in the deseribed three-way combination safe until the \
sceumulation £1lla a medium sized bag at which time it will be 25X1A6a

dediverat by cacars pecsomned of e A% to too [NNNNNNNNNNN 25
I -o- secuwe Gisposal. S

. In Washington, D. C., all classified waste will be handed
to a mexber of the BPF3 for appropriate disposal.

§.~ 'h'anmittal

o -Clagsified material forvarded to l.nﬁl frai the New York
_Ofﬂeu of the A-E will bet :

LN LT e
! g .1:“..31 TRt .} §
! . :
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e. Hand carried by Agency personnel.

B. A receipt will be giﬁn by the A-E Ior all classified
materisl received. Likewise, a receipt will be given the A-E
for such materisel received by the BPS from the A-E.

5. Inventory

a. Between the first and the tenth of each calendar month
the A-E will forward to the BPS an inventory of clasaified materisl
on hand. This may be in the form of & handwritten note describing
the material only to the extent necessary to permit reconcilement
of records. :

Chief, Building Planning Staff

Barrison & jSbramovits

By

Date

R R I IS ‘
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